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Welcome.

Elevate your catering, event, or rental business with the intelligent, all-in-one
management software trusted by industry icons—created by industry experts

To thrive, you account for every detail—we know. Elecate employs brilliantly efficient
software with over 30 years of results for the complex needs of hospitality and

rental businesses. Capture and track deals with our native CRM. Win more events
with stunning proposals. Run comprehensive reports confirming your ROI.
Accelerate your team’s growth with extensive support and training.

From ingredients to inventory, dispatching to staffing, production
to profit, Elecate is your guiding star.

This guide is designed to help you utilize every feature to
help you save more time and manage business flawlessly.
If you have any questions, please reach out to our support
team at support@elecate.com or create a ticket here:
https://elecate.com/submit-a-ticket



mailto:support@elecate.com
https://elecate.com/submit-a-ticket

E?e\(cate
Accessing Elecate

Elecate cares aboutyou, and your customer's safety. With that in mind, we enforce a process of accessing
your profile and content, that guarantees only authorized individuals can access sensitive information
and perform actions in the system.

Logging in with Email and Password

To log in using your email address and the password provided by your system administrator:

1. Enteryour credentials click on Sign In

E?gc ate

gn In To your accour

Email

I \@eliorconstellationfl.com

Password

Forgot Password?

I Sign In |

Single Sign On

To simplify the process of accessing the website, you can now sign in using your Google or Microsoft account.

El))eéc ate

u\ JN 1IN TO your ac

Email

‘@eliorconstellationfl.com

Password

signin

or sign in with

- Microsoft

Google

© 2024 Elecate, LLC :: Elecate User Manual :: v 1.0 :: 5.3.2024 4



Home Page Quick Tour

= Elecate @G HJ | Holo, - smssg coml & © 8]0 « 9

L. c D

TABLE OF CONTENTS B

1 Quick Lookup

Efgcate

a. Main Panel: Most features are listed and arranged inside these options.
b. Calendar: The built-in calendar is a great way to visualize upcoming events.
c. App Setting Information: System settings can be adjusted here, by an administrator.

d. Help Center: In the Help Center, users can reference our FAQs.




Sales & Marketing




Eicate

Customer CRM

Creating a New Customer
1. Click onthe Sales and Marketing section located on the left panel
Click on the Customer (CRM)
Click on Customer Marketing
Select Create New Customer
On the Create New Customer Marketing information screen, enter the following information:
a) Client or Company Name*, Contact*, Title (Event Management, Director Sales, etc.)
b) Contact Address, City, State, Country, and Zip Code*
¢) Contact Info Office or Primary Phone, Mobile, Home, Email*
d) Referred by*
5. Once you enter all the information click on “Save”.

AN Y

* All these fields are required to save changes successfully.

° Customer Marketing Managment 0
- Create New Customer Marketing Information

Primary Contact ~ Biling  Additional Info  Notes CRM  Calendar ~ Secondary Contact ~ Cost Centers & Venues

Primary Contact Information

Contact Name Contact Address Contact Info
D Address Office or Primary Phone Ext
0 7/ [ s
Client or Company Name (1st Line) Mobile Home
. o City State - N ()
Allowed (*jpg, *png) <1 MB 2nd Line Fax
Country Zip Code [
Contact Dear USA x| v Q Email
[} =
Admin Title Website
lect Title v [P or https )

Marketing Info
New Event v

© 2024 Elecate, LLC :: Elecate User Manual = v 1.0 :: 5.3.2024



Edit Customer Information

1. Click onthe Sales and Marketing section located on the left panel

H N

row

Nowu

Lead/Prospect Information
- Create new Lead/Prospect

Click on the pencil tool
From in the pop-up window, you can edit the customer’s information
Once you have made all the changes, click on Save.

Eicate

7]

Click on Customer CRM, and then Customers Marketing. The Customer Marketing Window will appear
From the menu, click on Customer Marketing Management
Access to any client’s information by clicking on the pencil icon or by double-clicking on the event

Iy

Allowed (*pg, *png) <1 MB

Primary Contact ~ Additional Info
—_—

L}

Notes

0

Secondary Contact  Lead Details CRM

Contact Name

7

Client or Company Name (1st Line)

2nd Line

Contact

Admin

Dear

Title

[

vE

Address

City

Country
USA

Contact Address

State

Zip Code

Contact Info

Office or Primary Phone
[

Ext

Mobile Home

- N

Fax
-

Email

Website

Primary Contact Information

Salesperson

Customer Type

Referred By

Select Referred By

Mail Type

vm Selected: 0 Select Mail Typ

v

M B

Opt Out

oFF

Cost Center (Business Unit)

CATERING
Status & Priority
O Active Q High
Pending Medium
Dormant Low

v
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Eicate

Create a New Prospect

Leads and Prospects are potential customers who have expressed interest or demonstrated potential in
purchasing catering and event services but have not yet made a commitment. To create a new lead or
prospects, follow these steps:

1. Click onthe Sales and Marketing section located on the left panel

2. Click on Customer CRM and then click on Lead/Prospect. The Customer Lead/Prospect window will
appear

3. From the menu, click on Lead/Create New Prospect

4. Enter the following information:
o Client or company name*
o Address, City, State, Zip Code, Country*
o Phone number*
o Email*
4. Clickon Save

* All these fields are required to save changes successfully.

Customer Marketing Managment - (ID#: 1709 - Cikume Client )

- Create & Edit Customer Marketing Information

Primary Contact ~ Billing  Additional Info  Notes ~CRM  Calendar ~ Secondary Contact ~ Cost Centers & Venues

Primary Contact Information

Contact Name Contact Address Contact Info
D Address Office or Primary Phone Ext
1709 Vi 123 Main Street, Anytown (568) 956-5623 4.
Client or Company Name (1st Line) Mobile Home
. < I ciy state (565) V8L 0080 N (646)¢
Atlowed (*jog, *png) <1 MB 2nd Line Schenectady NY Fax
test Country Zip Code (745) 646-4656
Contact Dear USA X v 12345 Q Email
Contact test Contact test () | =
Admin Title Website
Select Title v Include http:// or https ©

Marketing Info

History

EtewEwi =

© 2024 Elecate, LLC :: Elecate User Manual = v 1.0 i 5.3.2024 9



Eicate
Fvent & Order Management

The event information screen houses the key details of each event, including the event date, time, location,
guest count, order details, special requests, and any other necessary details for planning and executing the
event.

Creating a New Event

1. Click onthe Sales and Marketing section located on the left panel
2. Click on Events & Order Management, the Event Management window will show
3. Click on Create New Events Orders
e Users can then select an existing customer, or enter a new customer
4. Complete all the required information
5. Once you have entered the required information click on Save

Event Information e
- Create New Event Orders

Customer  Eventinfo  Delivery  Order Details ~ Financial ~ Biling ~ Changes  Lead Details CRM  Calendar

| |

Customer Information

Contact Name Contact Address Contact Info
D Address Office or Primary Phone Ext
0 New Customer [ 0 s
Client or Company Name (1st Line) Mobile Home
Y city State [ P N -
k3
A//o;ed (*ipg, *png) <1 MB ’ 2nd Line Fax
Country Zip Code -
Contact Dear USA X v Q Email
() =
Admin Title Website
e ®

Marketing Info
Financial Recap

History

Selected: 0 Select Report PrintTo v SaveFiIea $ Reprice

TIP: You can also create an event directly from the customer's file, click on the New Event button and the
Event Information window will appear.

© 2024 Elecate, LLC :: Elecate User Manual :: v 1.0 i 5.3.2024 10



Eicate

Copy an Event

You can also create an event from an existing one.

LN hAWN

Click on the Sales and Marketing section located on the left panel

Click on Events & Order Management, the Event Management window will show
Select Event Management All Status Types Included

Select the event by checking the box next to the pencil icon

Click on the down arrow next to the New Entry button

From the drop down menu, select copy event

The Copy Event Process Window will pop up

Update the billing information

Click on Process Copy.

Copy Event Process Window

Copy Past Event Information

Customer Billing Information Filter Departments to Copy

Existing Customer New Event Name Menu
Krissia Castro test 5 Test for user manual Beverage
Existing Contact New Customer Equipment
Krissia Castro Krissia Castro test 5 b3 Staff
Existing Status New Status Miscellaneous
Confirmed - Deposit Pend. Confirmed - Deposit Pend.
Existing Date New Event Date
Friday, May 3, 2024 5/3/2024 B ¢ Recurence

© 2024 Elecate, LLC :: Elecate User Manual = v 1.0 :: 5.3.2024
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* _
Elecate
Searching for Events

To quickly find an event, you can choose any of the following options:

A.
1. Click onthe Sales and Marketing section located on the left panel
2. Click on Events & Order Management, the Event Management window will show
3. Onthe search bar located on the upper right corner you can look for you event by name, date or
event ID.
Event Management - All Status Types Included >
Create & Edit Event Orders No Filter g
Dates From: To:
312612024 ] 5/25/2024 [} ) Refresh Selected : 0 New Entry v
Selected Records: 0 of 3 (3 Total Records) OoFF Select to Print all Records _ Q
Action EvendID Y Status Y EventDate Y Event Name h g Status Text h g Start 'Y Event Type h g End Y EDINum Y Customer

B. You can also look at the Event Calendar by double clicking on the calendar located on the top of the
screen next to Elecate’s logo.

=Elecate B H J

TABLE OF CONTENTS

1. Click onthe Sales and Marketing section located on the left panel
2. Click on Events & Order Management, the Event Management window will show
3. Select Search for Event by EDI Number and enter the EDI number on the pop up screen.

© 2024 Elecate, LLC :: Elecate User Manual :: v 1.0 :: 5.3.2024 12



Eicate

Editing an Existing Event

Once you have one or more events entered, you can make changes as needed:

1. Click onthe Sales and Marketing section located on the left panel

2. Click on Events & Order Management, the Event Management window will show
3. Select Event Management All Status Types Included. This section should look like the picture below.

Event Management - All Status Types Included
- Create & Edit Event Orders No Filter

Dates From: To:
41112024 B 512024 ] O Refresh Selected : 0 New Entry v
Selected Records: 0 of 6 (6 Total Records) ~ oFF Select to Print all Records OResetState  Q 5e.
Action Ev.. Y St. Y Event. Y Event. Y Status.. Y Stat Y Event. Y End Y E. Y Cu.Y Co.Y E. Y MobieP..Y Cu.Y CostC. Y
CONFIRMED ?ECEPTI”' (123)456-
v 1050 c 51812024 Partyy ;EEEOSIT 9.00AM COCKTAL 500PM 0 Testone | pmmm | N 7888 1713 CATERING
. BUFFET
ity CANCELED - F B ‘
/7 1044 X 51312024 user WEATHER 9:00AM COCKTALL 500PM 0 L} - e 0 1729 CATERING
manual testd
BUFFET ‘
Test for CONFIRMED ARECEPTI"' I
v 1040 c 51312024 ums:’:“a‘ ;’EEEOSIT 9.00AM COCKTAL 500PM 0 ;m . (- 1729 CATERING
BUFFET
Test for CONFIRMED ?ECEPTI"' [ -
v 1043 [ 51312024 ums:’:“a‘ ;’EEEOSIT 9.00AM COCKTAL 500PM 0 - k (- 1729 CATERING
BUFFET
cowRIED RECEPTI... o
v 1046 C 412012024 fest tax 001 ;EEEOSIT A COCKTAL 500PM 0 - MrMr [ 8181 1708 CATERING
) BUFFET
CONFIRVED RECEPTI...

-~

Rov Cost Center ¥

CATERING

CATERING

CATERING

CATERING

CATERING

4. Open the event by clicking on the pencil icon or by double-clicking on the event row

5. Make the changes and click on Save

Event 1030 : Elias Wine and Cheese ev - Tasting Event (1029) : 5/3/2024 : Elias Test 001 : Guest Count : 50

- Edit Event Related Information

Customer  Eventinfo Deivery ~OrderDetalls Financial Biling  Changes

Customer Information

Lead Details  CRM

Calendar ~ Email

| |

Contact Name Contact Address Contact Info
) Address Office or Primary Phone Ext
1725 7 Update F Change 12345 (797) 9797977 :
Client or Company Name (1st Line) Mobile Home
Elias Test 001 City State (797) 9797677 N -
o B ™ Fex
Country Zip Code -
Contact Dear USA % v 77501 q | Email
e Mr Ez o ezapata@test.com =
Admin Title Website

Marketing Info
Financial Recap

History

«
1v]
L]

Selected : 0

potta |+ sworie@

© 2024 Elecate, LLC :: Elecate User Manual = v 1.0 :: 5.3.2024
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Eicate

Adding a Quick Event

To quickly capture the basic details of a new event, users can use the Quick Event feature.

Click on the Sales and Marketing section located on the left pane
Click on Events & Order Management.

Click on Event Management-All Status Types Included

Click on the down arrow next to the New Entry button

From the drop-down menu, select Quick Add

AR

Event Management - All Status Types Included

?
- Create & Edit Event Orders No Filter =
Dates From: To:
3/31/2024 ] 5/30/2024 ] () Refresh Selected : 0 Select Reports New Entry v
®Quick Add ~ ———
Selected Records: 0 of 5 (5 Total Records) OFF  Select to Print all Records Q s
@® New Event
Action EvendID Y  Status Y  EventDate Y  EventName Y  Status Text y D Create Menu Package Y End Y EDI
Create Tasting Event =
Vi 1040 c 5/3/2024 Test for user manual  CONFIRMED - DEPOSIT PEND.  vivosun ssewns sunss SOCKTAILBUFFET ~ 5:00PM 0
‘ 7 ‘ 1044 ‘ X 5/3/2024 Test for user manual  CANCELED - WEATHER ‘ 9:00 AM ‘ RECEPTION - COCKTAIL BUFFET ~ 5:00PM 0
Vi 1043 c 5/3/2024 Test for user manual  CONFIRMED - DEPOSIT PEND. ~ 9:00AM  RECEPTION - COCKTAIL BUFFET ~ 5:00PM 0
Vi 1046 c 4/29/2024 test tax 001 CONFIRMED - DEPOSIT PEND. ~ 10:00AM  RECEPTION - COCKTAIL BUFFET ~ 5:00PM 0
Vi 1045 c 4/29/2024 Test 002 CONFIRMED - DEPOSIT PEND. ~ 10:00AM  RECEPTION - COCKTAIL BUFFET = 5:00PM 0
,
6. Apop-up window will appear
7. Onceyou have entered all the information, click on Save
Event Quick Entry
; Quick add new Event 9

Customer  Event Info

Customer Information

Contact Name Contact Address Contact Info
D Address Office or Primary Phone Ext
0 New Customer ) - 0 s
Client or Company Name (1st Line) Mobile Home
v | city State [ — N O
:
- L 2nd Line Fax
Allowed (*og. *png) <1 MB
Country Zip Code -
Contact Dear USA X v q  Email
[} =
Admin Title Website
B ©
Marketing Info
Customer Notes. Salesperson Mail Type
Allergies v Selected : 0 o
Customer Type
Notes 2/l
Referred By
- e

— =m

© 2024 Elecate, LLC :: Elecate User Manual = v 1.0 :: 5.3.2024

14



Elecate
Creating a Tasting Event from an Already Existing Event

To create a tasting event from the parent event, copying over the relevant details, follow the instructions
below:

1. Click onthe Sales and Marketing section located on the left pane
2. Click on Events & Order Management
3. Click on Event Management-All Status Types Included
4. Click on the down arrow next to the New Entry button
5. From the drop-down menu, select Create Tasting Event
° Event Management - All Status Types Included Q
- Create & Edit Event Orders No Filter
Dates From: To:
3/31/2024 B8 5/30/2024 [} & Refresh Selected : 0 New Entry v
@ Quick Add
Selected Records: 0 of 5 (5 Total Records) ~ oFF Select to Print all Records ® New Event G ResetState  Q
Action EvendiD Y Status Y EventDate Y EventName Y  Status Text Y swn y DCreate Menu Package Y End Y EDINum Y  Customer Y
7 1040 c 5/3/12024 Test for user manual  CONFIRMED - DEPOSIT PEND. 9:00 AM , FFET 5:00PM 0 :
7 1044 X 51312024 Test for user manual  CANCELED - WEATHER 9:00AM  RECEPTION - COCKTAILBUFFET ~ 5:00PM 0 T
7 1043 c 5/3/2024 Test for user manual ~ CONFIRMED - DEPOSIT PEND.  9:00 AM RECEPTION - COCKTAILBUFFET  5:00PM 0
7 1046 c 472912024 test tax 001 CONFIRMED - DEPOSIT PEND. 10:00 AM RECEPTION - COCKTAIL BUFFET 5:00 PM o
7 1045 c 472912024 Test 002 CONFIRMED - DEPOSIT PEND. 10:00AM  RECEPTION - COCKTAIL BUFFET  500PM 0

6. Pop-Up will appear

Make sure to change the date before the main date

8. Select the departments you want to copy from the parent event to the tasting event. Uncheck the
box for orders you do not wish to copy over.

9. When you have entered all the information, click on Create Event

~

Tasting Event Process Window

Create Tasting Event from Parent Event

Customer Billing Information Filter Departments to Copy
Existing Customer New Event Name Menu
Test for user manual - Tasting Event... Beverage
Existing Contact New Customer Equipment
e e X v Staff
Existing Status New Status Miscellaneous
Confirmed - Deposit Pend. Confirmed - Deposit Pend. v Event Staff

Existing Date New Event Date

Friday, May 3, 2024 5/3/2024 (i) () Recurrence

[™) Create Event ¥

© 2024 Elecate, LLC :: Elecate User Manual :: v 1.0 i 5.3.2024 15



Eicate

Canceling an Event

To cancel an event, follow the steps below:

1. Click onthe Sales and Marketing section located on the left pane

2. Click on Events & Order Management

3. Click on Event Management-All Status Types Included

4. Select the event you want to cancel by clicking on the pencil button or double clicking on the event
row

5. Select the Event Info Tab, Go to the Event Status

6. Click on the drop down and select from the list of cancellation reasons. Next, a pop- up will appear.
Please provide additional context for the cancellation.
7. Onceyou have finished click on Save.

Event 1043 : Test for user manual : 5/3/2024 »: Guest Count : 1

Edit Event Related Information

Customer Event Info Delivery Order Details Financial Billing Changes Lead Details CRM Calendar Email

Event Information

Event Date / Times Status Revision
Date Event Status 0.0 -
. v
51312024 [} [ Add Canceled - Too Expensive v
Start End Add Missing Items/Adjsmts
09:00 AM (c] 05:00 PM ®© /' Addl Times Call Today £ Notes
Guests Canceled - Competition i Letters
Total Aduits Children Canceled - Too Expensive
Timeline
1 - 1 0 : £ Details Canceled - Weather
Confirmed - Deposit Pend. B Site-Menu
Confirmed - Deposit Rev'd .
Event Type ™ Location & Seating
Event Type Series # Type of Seating
RECEPTION - COCKTAIL BUFFET v [} R Off Premise
Event Name EDI# Event Location
Test for user manual 0 _Client Office X v

Event Files

History

Selected : 0 Select R PintTo v Save Fiie @ $ Reprice
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Proposal Creation Process

Adding items from the Recipe Department

From the event window you can add items in different categories, which are called Departments in Elecate,
and are located at the left of the Order Details tab.

1. Click onthe Sales and Marketing section located on the left panel

2. Click on Events & Order Management, the Event Management window will show

3. Select Event Management All Status Types Included

4. Open the event by clicking on the pencil icon or by double-clicking on the event row

5. Go to the Order Details tab

6. Select the Recipe department and navigate through the various options. The department details will

appear in Select Items.
7. Add the desired item by double-clicking on it, an Add/Edit window will pop up
8. Review Quantity, Description, and other details
9. Clickonsave and close
10. The new items will appear under Order Review.

Event 1014 : Phils Birthday : 4/26/2024 : Phil Mickelson Foundation : Guest Count : 50

Edit Event Related Information

Customer ~Eventinfo Delivery ~ OrderDetalls ~ Financial Bilir r d Detalls  CRM ~ Calendar  Email
Select Items
v R e
ecipe a
Bl ACCOMPANIMENTS
»  APPETIZERS PLATTERS Pk Y item Y  Description Y P. Y UitsY PiceY At. Y Group T | ¢
» BEVERAGES® A
» BREAD & ROLL* B ACLASSIC FRENCH ) CLAS. ACCOMPANIME
CHEESES o TOAST 0w o $1200  fpen” . BREAKFAST
TOAST
» DESSERTS
CILA ACCOMPANIME
DISPLAYS 860 CILANTRO SPRIGS 0.00 EACH  $004 apraes | - Lisicr
DISPOSABLE EQUIPMENT
) CREA
* DRESSINGSAND DIPS 383 gﬁa‘ég WHIPPED 000 ozw $0.75 WHIP...  ACCOMPANIME
> ENTREE' BUTT.
» HORS D'OEUVRES* CREA
M M
s ) CREAMY{WHERED] 0.00 ozw $0.75 e ACCOMPANIME ~
o arrene ‘ »
W o« o 1-17 of 17 items
Order Review
Q
Department @
Action Department Y | Item Y | Packa Y Quantty Y Porion ¥ Unit Y Price Y Total
v Recipe:2f1 & &= G 0O H
/7 W | Recipe ACLASSIC FRENCH TOAST 100 800 ozw $12.00 $1,20000

Important: To save items, the event entry must have been completed and saved first.
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On the Fly Recipes

To quickly add a recipe that isn’t in your database, you can use the on-the-fly recipe tool.

Click on Data Items section located on the left panel
Select Food Management and the Food Department window will appear
Select Recipe Management (On the fly)

Click on the New Entry button, and the Recipe Information window displays
Complete the fields and click save

AR

Recipe Information
Edit Recipe Related Information

Recipe Select Ingredients ~ Pricing  Additional Info  Recipe Prep  Equipment  Cost Centers (Business Units) & Inventory ~ Web Details

Name, Groups & Display Rules

Details
D Name POS/EDI # IsActive
0 7 «
Groups Master Filter
-+ & lect I v [1 CATERING X v

Allowed (*jg, *.png) <1 MB

Recipe Serves & Production Rules v

© 2024 Elecate, LLC :: Elecate User Manual = v 1.0 :: 5.3.2024
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Adding Items from the Beverage Department

From the event window you can add items in different categories, called Departments in Elecate, and are

located at the left of the Order Details tab.

S

9.
10. The new items will appear under Order Review

Click on the Sales and Marketing section located on the left panel
Click on Events & Order Management, the Event Management window will show
Select Event Management All Status Types Included
Open the event by clicking on the pencil icon or by double-clicking on the event row
Go to the Order Details tab

Select the Beverage department and navigate through the various options. The department details

will appear in Select Items.

Add the desired item by double-clicking on it, an Add/Edit window will pop up

Review Quantity, Description, and other details

Click on save and

close

Event 1014 : Phils Birthday : 4/26/2024 : Phil Mickelson Foundation : Guest Count : 50

Edit Event Related Information

# M | Beverage

/ @ | Beverage

ner Eventinfo Delivery ~ OrderDetails  Financial Biling Changes Lead Details CRM
Select Iltems
» Recipe
v Beverage
Pk Y - Item Y  Description
» CORDIALS*
2 AMSTEL RETAIL
FOOD
MILK
Order Review
Department €
Action Department Y | ltem Y | Package
P R AT e
VAl | Recipe ASIAN SESAME NOODLE SALAD
v Beverage:2ff T (b @ 0O H

AMSTEL RETAIL —

AMSTEL RETAIL

Q
Y Po.Y Unts Y Price Y At. Y Group Y
BEER - IMP.
0.00 EACH $4.50 CANBOTL
RFFR-
Q

Y Quantty Y Porion Y Unit Y

50

50

6.40

ozL

EACH

EACH

Price Y

$3.00

$4.50

$4.50

Total T

$150.00

Total: $1,350.00
Per Person: $27.00

$225.00

$225.00

Total: $450.00
Per Person: $9.00

Important: To save items, the event entry must have been completed and saved first.

© 2024 Elecate, LLC :: Elecate User Manual = v 1.0 :: 5.3.2024



Eicate

Adding Items from the Equipment Department

From the event window you can add items in different categories, called Departments in Elecate, and are
located at the left of the Order Details tab.

S

7.
8.
9.

Click on the Sales and Marketing section located on the left panel

Click on Events & Order Management, the Event Management window will show

Select Event Management All Status Types Included

Open the event by clicking on the pencil icon or by double-clicking on the event row

Go to the Order Details tab

Select the Equipment department and navigate through the various options. The department details
will appear in Select Items.

Add the desired item by double-clicking on it, an Add/Edit window will pop up

Review Quantity, Description, and other details

Click on save and close

10. The new items will appear under Order Review

Important: To save items, the event entry must have been completed and saved first.

Equipment Item
I"" Add / Edit Order Requirements

Item Name

D
405! AIR TANK PORTABLE

Description

E3 o
Allowed (*/pg. *.png) <1 MB
Inventory Tracking Rules - On Vendor Cost Center
Confirmed Available
Selected : 1 x
) )
Purchase Sub Rent
Pending Total
Consumable Linen
)
Quantity — f— Rental Factor Price <fm— Total Price
1 - 1.00 : $0.00 - $0.00
Sequence Page No
o . o . ( Print ltem oFF Print Photo

Order Details

Vendor Information

Actions [) Save & Close ¥
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Adding Items to the Miscellaneous Department

From the event window you can add items such as outside rentals, florals and third-party services in different
categories, called Departments in Elecate, and are located at the left of the Order Details tab.

o Uk wh

7.
8.
9.

Click on the Sales and Marketing section located on the left panel

Click on Events & Order Management, the Event Management window will show
Select Event Management All Status Types Included

Open the event by clicking on the pencil icon or by double-clicking on the event row
Go to the Order Details tab

Select the Miscellaneous department and navigate through the various options. The department
details will appear in Select Items.

Add the desired item by double-clicking on it, an Add/Edit window will pop up

Review Quantity, Description, and other details

Click on save and close

10. The new items will appear under Order Review

Miscellaneous Item
Add / Edit Order Requirements

Miscellaneous Item

D Item Name
FLOWER ARRANGEMENT
Description

This flower arrangement consists of a dozen red roses, ten white camations, and a handful of baby's breath
Can be custom-arranged.
: e,
Allowed (*, *png) <1 MB y
e (g “prg) Vendor Master Fiter

0

Order Details
Quantity ~—— Price <fm— Total Price
50 $150.00 - $7,500.00
Sequence Page No.

o . « Print ltem

Optional Information

[) Save & Close ¥
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Requesting Staff in the Staff Department

From the event window you can add items in different categories, called Departments in Elecate, and are
located at the left of the Order Details tab.

Click on the Sales and Marketing section located on the left panel

Click on Events & Order Management, the Event Management window will show

Select Event Management All Status Types Included

Open the event by clicking on the pencil icon or by double-clicking on the event row

Go to the Order Details tab

Select the Staff department and navigate through the various options. The department details will
appear in Select Items.

7. Add the desired role by double-clicking on it, an Add/Edit window will pop up

8. Fill out the details such as price, skill, and quantity

S

9. Click on Save and close

10. The new roles will appear under Order Review

° Staff ltem
- Add / Edit Order Requirements

Staff tem
Skill | e D

CHEF v 4

Description

Event Information
Event Date Event Time

Friday, April 26, 2024 9:00 AM to 5:00 PM

Order Details
Scheduled Start Scheduled End Setup Breakdown

09:00 AM ®  0500PM ® o A 0 &
Quantity ~f— Sequence Total Hoursel———— Total Price  <afmm—
= 8 $240.00

1 - 0

o
o a a Print ltem a Taxable

-
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Printing Proposals

Click on the Sales and Marketing section located on the left panel

Click on Events & Order Management, the Event Management window will show
Select Event Management All Status Types Included

Open the event by clicking on the pencil icon or by double-clicking on the event row
Go to the bottom of the window and look for the box that says Select Reports

Click into the box and select Catering Proposal. This will work from any of the tabs
Click on the down arrow next to the Print to button and select the preferred format
Elecate will generate the report.

© N AN

Event 1014 : Phils Birthday : 4/26/2024 : Phil Mickelson Foundation : Guest Count : 50

Edit Event Related Information

2 —

Order Review

Q
Department €
Action Department Y Item Y Package Y Quantty Y Portion Y  Unit Y Price Y
VAl | Recipe ASIAN SESAME NOODLE SALAD 50 6.40 ozL $3.00 L.
I
v Beverage: 2§ F (b @ 0O H
VAl | Beverage AMSTEL RETAIL 50 EACH $4.50
VAR | Beverage AMSTEL RETAIL 50 EACH $4.50
! -
Analysis Report Budget Batch 0 B »
Analysis Report Post Batch Total Does Not Include Taxes or 1
_Catering - Beverage Packing List Additional Add-On Charges !
_Catering - Invoice 1 Delete Selected

_Catering - Menu Only
_Catering - Menu Packing List
v _Catering - Proposal -
Selected : 1 % | PrnfTo v Save F”‘*q $ Reprice
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How to Email a Proposal

1.

No ks wnN

Users can send proposals to clients within the Elecate application by following the steps below: Click
on the Sales and Marketing section located on the left panel

Click on Events & Order Management, the Event Management window will show

Select Event Management All Status Types Included

Open the event by clicking on the pencil icon or by double-clicking on the event row

Go to the bottom of the window and look for the box that says Select Reports

Click into the box and select Catering Proposal. This will work from any tab.

Click on the down arrow next to the Print to button and select Send Email, a New Email Message
screen will pop up

Customize your message and click on Send.

To

cCc

BCC

Subject

Message Attached is your Invoice for Event ID 1015 held on 5/24/2024 at The White House.

Attachment(s) elecate_MasterMultiPage.pdf

nwilson@naturalhistory.si.edu

Invoice for Event ID 1015

Cancel Send
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Generate a Party Pack (BEO)

There are several types of reports that can be generated in Elecate. Below are the steps to generate a Party
Pack (BEO)

Click on the Sales and Marketing section located on the left panel

Click on Events & Order Management, the Event Management window will show
Select Event Management All Status Types Included

Open the event by clicking on the pencil icon or by double-clicking on the event row
Go to the bottom of the window and look for the box that says Select Reports

Look for and check the box Party Pack

Click on the down arrow next to the Print to button and select the desired report
Elecate will generate the report.

O N kW=

Event 1043 : Test for user manual : 5/3/2024 : Krissia Castro test 5 : Guest Count : 1

- Edit Event Related Information

Customer  Eventinfo  Delivery  Order Detalls  Financial Biling Changes LeadDetals CRM  Calendar  Email
Contact Name Contact Address Contact Info
D Address Office or Primary Phone Ext
1729 / Update * Change 12345. Anywhere Lane (000) 000-0000 :
Client or Company Name (1st Line) Mobile Home
Krissia Castro test 5 City State (000) 000-0000 N (000) 000-0000
L o
i d F
Allowed (*jpg, *png) <1 MB 2nd Line Athens LA ax
Country Zip Code (000) 000-0000
Contact Dear USA X v 71003 Q Email
Krissia Castro Krissia Castro o krissicastro@hotmail.com =
Admin Tite Website
Rentals - Missing items Lnvoice x EventMan.. x v [} ")

_Rentals - Quote /

_Rentals - Will Call Invoice
v Party Pack

Payment Receipt

ZHG Complicated Contract Example

ZHG Complicated Menu Page Option

Selected 1 | x| pintTo v SaveFile @ $ Reprice
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Entering Discounts

Below are the steps to discounting an event:

1. Click onthe Sales and Marketing section located on the left panel

2. Click on Events & Order Management, the Event Management window will show

3. Click on Event Management-All Status Types Included

4. Select the Event to which you want to apply the discount

5. Go to the Financial Tab

6. Gotothe Discount & Price Adjustments section

7. In the Disc Amt column, enter the amount in dollars, the system will automatically show the
percentage on the next column, called Disc Pct. Discounts can also be applied as a percentage, and
the follar amount will automatically calculate.

8. Once you applied the discount click on Save Price Adjustments

9. When you finish click on the Save button.

Event 1040 : Test for user manual : 5/3/2024 : i 5 ) test 5 : Guest Count : 1

Edit Event Related Information

Customer  Event Info Delivery  Order Details Financial Billing Changes  Lead Details CRM Calendar  Email

| |

Event Revenue Recap

Revenue Details Cost Centers (Business Units)

Total w/o Tax Total Received Date Booked Tax Exempt ID Primary

$200.00 $0.00 Midlyyyy CATERING v
Sales Tax Balanced wio Tax Received To Date Tax Exempt ID 2 Receiving

$20.00 $200.00 Midlyyyy CATERING M

Home

Add'l Sales Tax Balanced w/Tax Guarantee Date Total Cost % v

$0.00 $220.00 412312024 ] 80.00 %
Total w/Tax P/P wio Tax P/P Total w/Tax Gross Profit %

$220.00 $200.00 $220.00 20.00 %

$ Budget Z Recalculate Financials [ Event Terms

Payment Schedule
Revenue Code Breakdown

Discounting & Price Adjustments

History

Selected : 0 t Report PrintTo v Save File G $ Reprice
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Creating a Menu Package

ate

Sales users and administrators can create a grouping of recipes to be used repeatedly by following the steps

below:

Click on Events & Order Management

Click on Event Management-All Status Types Included
Click on the down arrow next to the New Entry button
In the dropdown click on Create Menu Package option
A pop-up will appear.

NookhwdE

Copy Menu from Existing Event
Create / Edit Menu from Existing Event
Menu Name

s Favorite Wedding Menu

Event Type Master Filter

RECEPTION - COCKTAIL BUFFET X v CATERING

Rec ID Y  Recipe Name Y Serves Y  Portion Size Y  Portion Unit Y Cost
430 "Chorizo" Corn Dumplings Vegan / GF 1 0.00 EACH $0.00
640 Accoutrements 1 0.00 EACH $0.00

Click on the Sales and Marketing section located on the left panel

Check the items and if everything is ok click on Process Copy

Y  SubRecipe
N

N

Is Active

&

Q
Y  Scale Y  Print A
True False

True False

1-20f2items

D e il [ Process Copy v
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Running Batch Reports

Below are the steps to generate reports for more than one event at the same time:

1. Click onthe Sales and Marketing section located on the left panel
2. Click on Events & Order Management
3. Click on Event Management-All Status Types Included
4. Selectall the events
5. Select a Report
6. Inthe under arrow next to Print to button select a format or preview
7. Click on Print to
0= Event Management - All Status Types Included
a- Create & Edit Event Orders No Filter
Dates From: To:
41212024 B 6/1/2024 i) @ Refresh Selected : 1 x| @BPrintTo v NewEntry v

v _Analysis Report Budget Batch 0

oFF Select to Print all Records _Analysis Report Post Batch

Selected Records: 3 of 3 (3 Total Records)

@ ResetState  Q

_Catering -

Beverage Packing List

Action Ev.. Y st. Y Event... Y Event.. Y Status... Y Co... Y EXS Mobile P... Cu... CostC...
_Catering - Invoice ~
CONFIRMED _Catering - Menu Only (@s4) 978
7 1038 c 5/1/2024 Test003 ;) :EI[’)OSIT _Catering - Menu Packing List MEME o 1702 CATERIN
’ _Catering - Proposal
CONFIRMED ?ECEPTI'" 11:00 (354) 978-
7 1028 C 5/1/2024 Test 002 -PEEII;OSIT 8:00 AM COCKTAIL AM 0 Elias Mr Mr a 1351 1702 CATERIN
) BUFFET
CONFIRMED ?ECEPTI'" (515) 161-
Va 1021 C 4/30/2024 Test001 - DEPOSIT 6:00 PM COCKTAIL 9:00 PM 0 Elias Mr Mr test03... 6161 1710 CATERIN
PEND. BUFFET

© 2024 Elecate, LLC :: Elecate User Manual :: v 1.0 i 5.3.2024 28



Fimance &
Accounting




Eicate
Accounting Tools

Generating an Invoice

In this section you can create a formal document outlining the cost details for an event

Click on Finance & Accounting located in the side panel

Select Accounting Tools

Click on Accounting Invoice Processing Window

Select the Event Status for the events that you would like to view (e.g. Confirmed)
Set the date range and click Refresh

Select the report you want to generate. (e.g. Accounting Invoice)

NookhwdE

Accounting Invoice Processing Window
Invoicing Processing

Dates From To Include All Balances

112023 [ 4303024 [ oFF (& Refresh  _Rentals - Accountin. v @PrntTo v v (& Update Status
Update Event v
Q
Customer Y CEventDate Y EventiD Y  EventName Y Staws Y SalesPerson Y Balance Y Days.. Y Contact Y  Location Y €
Wedding Ceremony +
) Confirmed - No ‘
411312024 63913 Recep - Tasting Event Melissa Fuentes s143921.. 0 Bickham Residence e
Deposit
(63107)
Confirmed - N The Woodland:
412212023 63308 Oak Ridge Prom 2023 onfirmed =NO- 5 avid Aymond $890.00 344 © ands a
Deposit Waterway Marriott Hotel
College Park Prom Confirmed - No The Woodlands
42112023 63313 David Aymond 160400 345 t
*Florals® 2023 Deposit avid Aymon $ Waterway Marriott Hotel
Confirmed - N The Woodlands
412112023 63297 Colleg Park Prom 2023 ONirmea=NO" " bavid Aymond $265154 345 © nes tt
Deposit Waterway Marriott Hotel
Confirmed - N SILVER STREET
412012023 63410 Crawfish Boil 04.20.23 onfirmed =No- 44 aysara Mainor $409028 346 te
Deposit STUDIOS
St. Elizabeth Hospital Confirmed - N
411512023 63625 Zanesh Fospie onfirmed =No- - bavid Aymond $16,82458 351 Beaumont Civic Center
Gala 4.15.23 Deposit
2023 ART CAR Confirmed - No SWIFT RENTALS -
41512023 63388 . oot David Aymond s417942 351 CLENT OFFIOE e
Art Car Museum Confirmed - No SWIFT RENTALS -
4152023 63387 David Aymond $237.25 351
Screening Deposit avid Aym CLIENT OFFICE N

Entering Customer Tax Exempt Information and Certificate

Go to Finance and Accounting
Select Customer Financials twice
From the menu, select Customer Financial Management

Go to Certificates tab

Click on Add

Write the Certificate Number

Choose a State

. Enter the Effective date when the certificate is valid
10. Upload an attachment by Choosing a file

11. At the dropdown choose the File Type

12. Inthe dropdown called Preview, save your work.

LN hA WD
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Eicate
Production Reporting

Below you will find instructions for running and printing production reports.
Production Reports

Select the Production section located on the left pannel

Select Production Reporting

Click on Production Reports and the Production Reporting window appears
Look for the desired report and click on it

Choose a date range

Select the desired report

Click on Refresh

Select the event from which you need the report

© o N ;A WDN

In the Print to down arrow, you can select the format you prefer or downloading
The available formats are:

o

O O O O O

o

Preview
PDF

Excel

csv

Word
PowerPoint
Send Email

10. Elecate will generate the report using the selected format.

Equipment Requirements Reporting by Delivery Dates e
Select Default or Custom Reports

Delivery Date From:

11212023

EquipiD Y
13030

11501

Selected Records: 0 of 2 (2 Total Records)

To:

B 51250024

Item Name

[ (& Refresh

oFf  Select to Print all Records

Y

Selected : 1 X

Descripton Y  Quan... Y  Group

Y

ANTIQUE GOLD IRIDESCENT SATIN 120" ROUND CLOTH

BENGALINE BURGUNDY TABLE RUNNER

10

2

IRIDESCENT SATIN

ORGANZA

Equip Location Y
Warehouse

A Warehouse

EventID Y
1001

1001

Q

Costcen... Y
CATERING

CATERING

Status Y
C

c

Event Date Y
1212512023 |

12/25/2023
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Food Management

In the food management section, you can make changes to your recipes, ingredients, and menus.

Adding Recipes

In this section you can create recipes that can be used across events.

Click on the Data Items section located on the left pannel

Select Food Management. The Food Department window appears

Click on Production Reports and the Production Reporting window appears
From the menu, select Recipe Management (All Items)

Click on New Entry

A o

The recipe information window will pop up, from there you can:
a. Name the recipe*
b. Select a Group for the recipe*
c. Assign a Master Filter*
d. Setthe Portions*
e. Setthe Yield*
6. Clickon Save.

* All these fields are required to save changes successfully.

Recipe Information 9
Edit Recipe Related Information

Recipe Select Ingredients ~ Pricing  Additional Info  Recipe Prep  Equipment  Cost Centers (Business Units) & Inventory ~ Web Details

Name, Groups & Display Rules

Details
D Name
0 7
Groups Master Filter
" o elect Gre v [X CATERING

Allowed (*jg, *.png) <1 MB

IsActive

Recipe Serves & Production Rules

Recipe Allergens

Selected : 0

Recipe Serves Recipe Type Rules
This Recipe o Serve 0 B - Bakery S - Sauce Scale Recipe Commissary Calculate Nutrition
C - Cold H - Hot Sub-Recipe
Portions 0 A P - Pastry M - Miscellaneous Print to Menu Cards Exclude Recipe Card
0 Clear 'On-the-Fly
v N (e
Yield Filtering for Recipe Printing. Do Not Auto-Add Recipe Packing Equipment for this Recipe
Enforce MinMax Min. Order Max. Order
Ingredient Allergens
OFF 1 9999

Description
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Creating Recipe Groups

AR

Recipe Group Manager
Create and Edit Recipe Group

v Recipe

O Refresh

BEVERAGES
Breads + Rolls
Butter/Spreads
» BUFFET
CARRY OUT 51
» DESSERTS
DORMANT GROUP
MisC.
PASSED HORS D'OEUV

v

SAUCES

» SEATED DINNER
SOuP
SUB-RECIPE
WHIZ BANG
PACKAGES

New v <

ate

Click on the Data Items section located on the left pannel

Select Food Management and the Food Department window appears
From the menu, select Recipe Group Management

Select the main recipe category
Click on New

Q

Group... Y  Group Name Y Revenve.. Y WebCode Y  Web Group Y Master Y Active Y

F

F1

F2

F3

BREADS, ROLLS + SPREADS FOOD
Butter/Spreads FOOD

Breads + Rolls FOOD

Bread FOOD

Swift True

Swift True

Swift True

Second test

Room True

Created

3/28/2019 4:2

3/28/2019 4:2€

4/28/2020 3:5C

4/30/2024 9:31

»

1-4of4items

6. The Recipe Group Editor will pop-up, from there you can enter/update all necessary information
7. Onceyou’re done, click on Save.

Recipe Group Editor
Create Edit Recipe Group

Desktop Setup

L —

2 U]
Allowed (*.jpg, *.png)
<0 MB

Web / POS Setup

D
0
Group Code
F3 7
Revenue Category
Food
Report Header
Test
Print Order

1

Is Active
Recipe Group
Bread

Master Filter

Second test Room X

Report Column

— X
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Deactivating Recipes

1. Click on Data Items in the side pane

Select Food Management

Click on Recipe Management (All items)

Select the recipe you want to deactivate by clicking on the pencil icon or by double clicking on it
Turn off the Is Active switch

Click on Save.

oukwnN

Adding a New Ingredient

1. Click on Data Items on the side pane

2. Click on Food Management

3. Click on Ingredient Management (All items)

4. Click onthe New Entry button

5. A pop-up window will appear

6. Name theingredient*

7. Assign the group*

8. Once you enter all the required data click on Save.

Recipe Ingredient Information
Edit Recipe Ingredient Information

Recipe Ingredient & Price  Purchasing ~ Cost Centers (Business Units) & Inventory  Alt Units  Allergens

Name, Groups & Display Rules

Details
. Nome IsActive
” ’ a
Groups Master Filter
- . - ‘ v [ CATERING X
Allowed (*1og, *png) <1 MB a Scale Item

Packing & Purchase Information
Cost Breakdown

History

[ Save v

Recipe Information - (ID#: 84 - Adobe Beef Short Ribs) e
Edit Recipe Related Information
Recipe  Selectingredients  Pricing ~ Additional Info  Recipe Prep  Equipment  Cost Centers (Business Units) & Inventory ~ Web Details

Name, Groups & Display Rules

Details
D Name POS/EDI # IsActive
84 Adobe Beef Short Ribs 7 7270
Groups Master Filter
= o _imported % v [ CATERING x v

Allowed (*jog, *png) <1 MB
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Setting Recipe Minimums and Maximums

1.
2.
3.
4.
5.
6.
1.

@ Recipe Information - (ID#: 430 - "Chorizo" Corn Dumplings Vegan / GF)

Click on Data Items on the side pane

Click on Food Management

Click on Recipe Mangement (All Items)

Select the recipe you want

In the Recipe Serves part turn on the switch name Enforce Minmax
Set the Min Order and Max Order

Once you Made all the changes click on Save.

Edit Recipe Related Information

‘ Recipe  Select Ingredients  Pricing  Additional Info  Recipe Prep  Equipment  Cost Centers (Business Units) & Inventory ~ Web Detais

Name, Groups & Display Rules

Details
0 Name POSEDI # IsActive
7 8247 a
Groups Master Filter
= 8 _imported %x v [ CATERING X v

Atowed (*Jpg. " png) <1 MB

Recipe Serves & Production Rules

Recipe Serves Recipe Type Rules
This Recipe to Serve 10,00 B - Bakery S - Sauce Scale Recpe Commissary Calculate Nutriton
C - Cold H - Hot Sub-Recipe
Portions. 0.00 EACH v P - Pastry M - Miscellaneous Print to Menu Cards Exclude Recipe Card
000 . : Clear "On-the-Fly
Yield Filtering for Recipe Printing. Do Not Auto-Add Recipe Packing Equipment for this Recipe
Enforce MinMax Min. Order Max, Order
Ingredient Allergens

q 10 0

bt

Recipe Allergens
Selected : 0

Description
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Updating Costs and Prices

Click on Data Items on the side pane
Click on Food Management

Click on Recipe Management (All items)
Click on the item you want to update
In the Pricing tab locate Total Cost
Change the cost

Click Save

1.
2.
3.
4.
5.
6.
1.

@ Recipe Information - (ID#: 540 - Albacore Tuna Salad)

Edit Recipe Related Information

Recipe  Select Ingredients ~ Pricing ~ Additional Info ~ Recipe Prep  Equipment  Cost Centers (Business Units) & Inventory ~ Web Details

Retail Price $7.00 = Per Person | Per Unit

Retail Selling Price Base on Event Types

100's $0.00 3 4005 $0.00 4 T00s $0.00 =
200's $0.00 4 500 $0.00 4 800s $0.00 :
300's $0.00 44 600's $0.00 3 900s $0.00 :
Financials (Food Cost Calculator)
Total Recipe Per Guest
Total Cost $4.50 — $0.00 :
Cost Percent .00% .00 % :
Selling Price $0.00 :
Gross Profit $0.00 $0.00 :

History

—  Em

Important: The same procedure applies to drinks, equipment, and miscellaneous items.
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x
Elecate
Beverage I\/Ianagement
Adding New Beverage

1. Click on Data Items in the side panel

Select Beverage Management and then click on Beverage Management (All Items)
Click on New Entry

From the Beverage Information window, you can enter the required information
Click on Save.

IS

* All these fields are required to save changes successfully.

Tip: By clicking the arrow in the New Entry button, you can either copy an existing record or generate a Quick
Add Beverage.

Beverage Information e
D Setup the Beverage Inventory ltems

Beverage Item & Price  Purchasing  Descriptions  Cost Centers (Business Units) & Inventory Updates ~ Web Details
—_—

Name, Groups & Display Rules

Details

D Name IsActive
0 7 a
Groups Master Filter
v [¥ CATERING X v

ES o

Allowed (*jpg, *.png) <1 MB
oFf Scale ltem

Packing & Purchase Information
Cost Breakdown

History

[ Save v

Beverage Management (All ltems)

Create & Edit Beverage ltems

() Refresh New Entry v
New
Selected Records oFf Select t
Print
—  Action ¢ ©Copy Pri.. Y

Quick Add Beverage
/’ 11’\' WLA VI vuv'\nuav LA $45-00
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Equipment Management
Adding New Equipment

Click on Data Items in the side panel,

Select Beverage Management and then click on Beverage Management (All Items)

Click on New Entry

Fill in all the information about the equipment you want to add. Name of the equipment and Group
are required fields to save changes successfully

Click on Save

=

w NN

>

Equipment Information e
Create Edit Equipment ltems

Equipmenttem  Inventory Rules  Descriptions  Purchasing  CostCenter  Related ltems  ContractPricing ~ Repairs  Web Details

Name.Groups & Display Rules

Details Legacy Data
D Name IsActive Serial #
s (- ¢
Groups Master Filter Bar Code #
. s v [ CATERNG X v
Alowed (5. “one) <1 10 o Scaleltem o Clear'Onthe-Fly  cer Sellltem Edi Export #

Packing & Purchase Information
Pricing
Cost Breakdown

History

|||| o

M) Save v

Tip: By clicking the arrow in the New Entry button, you can either copy an existing record or get Quick Add
Equipment.

Equipment Management (All Items) 0
M, create and Eait Equipment tems

O Refresh New Entry v
® New

Selected Record: ® Quick Add Equipment ofs Select to Print all Records OResetState  Q
Action D Y Descipon Y Inventoy Y Rental Y Group Y GroupName Y IsActive Y CreatedBy Y CreateDate Y FEditedBy Y EdtDae Y EDI# Y
Black obsidian OFFICE
7 16422 e 0 $0.00 3ww FURNITURE True test001 412512024 test001 412512024 0
y 16421 Test Equipment §75.00 6VPD DISPLAY True testoo1 412212024 testo01 412212024 0
7 16413 T QA Test 0 $32.00 6A AUDIO True test001 411512024 test001 412212024 0
1-30f3items
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Ecate
Miscellaneous Items

There are numerous types of items that can be added to your account, if the description of these items
doesn’t fit on the previous categories, you can add and edit them on miscellaneous items.

Miscellaneous Usage Reporting

1.

=

4/2/2024

© N oA wDN

Go to Data Items on the side panel

Click on Miscellaneous Items

Access to Reports and click on Miscellaneous Usage Reporting

Set a date range for the report that you want to get

Select Miscellaneous Staff Requirements by Event Dates

Click on Refresh

Click on Print to button and select the preferred item

The report will generate
Miscellaneous Usage Reporting Q
Select Default or Custom Reports

B 612024 B  (Refresh  Selected:1 | X

+ Miscellaneous Requirements By Event Date

Miscellaneous Staff Requirements By Event Date
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ieate
HR Management

In the HR Management section, you can manage your employees’ information and skills in a single place.

Adding a New Staff Member

1. Click on Data Items in the side panel

Click on HR Management, then click on HR Management (All Staff)

Click on New Entry button

A pop-up window will appear

Fill in all the necessary information. Take into consideration that First Name, Last Name, Address,
City, and State must be included to save changes successfully.

8. Click on Save.

N oA W

Staff Person Management e
Create or Update Staff Profiles
Contact Information Profile Skill Types HR Assignments Responses Security Mobile/Web Availability
Contact Info Phones, Email and Text
Staff ID Office or Primary Phone Ext
0 - - <
First Middle Last Mobile Home
7 [ G B E— N -
o e Address Fax
Allowed (* jpg. *.png) <1 MB [ B

Email

city State =
Website

Country Zip Code ©

USA X v Q
Status & Vendor Information
Work Status
Active X v
Vendor
v
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Eicate

Staff Management Reports

Using the Staff Management Report users can print a list of staff members and their associated skill types.

1. Click on Data Items in the side panel
2. Click on HR Management
3. Accessto Reports
4. Click on Staff Management Reports
5. Select Staff Detail Skill Type List
6. Click on Refresh
7. Click on the down arrow next to the Print to button and select the preferred format
8. Elecate will generate the report.
Staff Management Reports 2
Select Default or Custom Reports
O Refresh Selected : 1 x  @PitTo v
B Preview -+
Selected Records: 1 of 3 (3 Total Records) B PoF nt al Records
WebE.. Y Ed. Y Em + @ Excel Auto Y St.Y Cty Y Depwr.. Y E Y Empl Y SecurityClearance Y Skille.. Y St Y StateY Tr.. Y WokS
False 415202 Bosv 0 500 Westc jeangr. A Gray, Jean  NY Advan A
@ word
False test001 4227202 @ Powerpoint 0 513 Houston Javert Test, Javier ™ A
False w2520 B Send Ema 0 515 Svev ssum Summers. A

Scott
R\ Send Text
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Elecate
Vendor Management
Adding a New Vendor

Vendor management involves overseeing and optimizing relationships with suppliers, vendors, or external
partners. In this section you can manage the contact information.

1. Goto Data Items in the side panel
2. Click on Vendor Management, then click on Vendor Management- All Vendors
3. Click on New Entry button
4. A pop-up window will appear
5. Fillin allthe necessary information. Take into consideration that Vendor Name, Contact, Adress, City,
State, County Zip Code, and Primary phone number must be included to save changes successfully
9. Clickon Save.
@ Xre:;g:;s:gn Vendor Information e
Contact Information ~ Purchasing  Vendor Contract Relationship
Vendor Contact Info Phones & Email
D Vendor Is Active Office or Primary Phone Ext
0 &t (B °
Mobile Home
Contact
i n ) N -
Aliowed (*jpg. ".png) <1 MB o Fa;) —
Email
=
City State Website
]
Country Zip Code
USA x Q Additional Vendor Contacts
Contact 2
Contact 3
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Vendor Reporting

Just as in the other categories, you can get different reports for your vendors.

3. Goto Data Items in the side panel

Click on Vendor Management, then access to Reports

Click on Vendor Reporting

Select the vendor from which you want the report by clicking once on it
From the Select Reports box, Select Vendor Summary List

In the Print to button select the format you need

© N o v~

Elecate will generate the report.

Vendor Reporting
Select Default and Custom Reports

O Refresh Selected : 1 | x

Selected Records )] oFF  Select to Print all Records
1099 Y City Y State Y  VendorName Y VendorType Y Zp Y
False Barstow [ PRO FISH 20610
False Avenue MD KEARNEY PRODUCE 20609
False Gaithersburg [ ABC Party Supplies 20878
False True 5 Rockville MD PEKING GOURMET 20854
False True 6 Childs MD GREAT WINES 21916
False True 7 Georgetown MD BROWN COW 21930
False True 8 Elk Mills MD FIREHOOK BAKERY 21920
False True 9 Barstow D ROCKY'S MEATS 20610
False True 10 Elkton MD SPECIALTY FOODS 21921
False False 1 Gaithersburg ] SYNERGY CATERING 20878
False True 13 Aberdeen MD BK Imports 21001
False True 1 Fort George G Meade ~ MD PARTY RENTAL 20755
False True 15 Colora ] COCACOLA 21917
False True 17 Elkton MD CANOPY RENTALS 21921
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Elecate
Venue Management
Adding a New Venue

You can oversee and store all the relevant venue information from contact info (address and phone) to rules
and features. These instructions apply to both On and Off Premise Venues.

1. Access to Data Items on the side panel

2. Goto Venue Management, then select On or Off-Premises Rooms All Cost Centers

4. Click on New Entry, a pop-up window will appear

5. Fillin all the necessary information. Take into consideration that, Name, Address, City, State, County

Zip Code, and Primary phone number, and email must be included to save changes successfully
9. Clickon Save.

On-Premise Rooms All Cost Centers - All Status

Create and Edit Ballrooms for All Cost Centers

O Refresh New Entry v
Selected Records: 0 of 4 (4 Total Records) oFF  Select to Print all Records G ResetState  Q
Action D Y  Ballroom Name Y City Y State Y  Postal Code Y  Cost Center Y  Room Web Y  IsActive A
7 112 Houston X 77003 CATERING False True )
V4 109 Good Venue td Austin RP 73301 CATERING False True
V4 m House Des Allemands LA 70030 CATERING False True
7 110 Venue Test 2 Houston ™ 77015 CATERING False True

Venue Report

3. Click on Data Items on the side panel

Go to Reports, then select On or Off-Premises Rooms All Cost Centers
Access to Venue Reporting window

Select the report you need

Select the preferred format

No o~k

Elecate will generate the report

Venue Reporting 0
Select Default and Custom Reports
© Refresh Selected : 1 X
Selected Record: ds) »r  Select 1o Print ol Records A

DY O Y State Y PostasiCode Y CostCenter Y RoomMaster Y RoomWeb Y  IsActive Y Of Premise Y

102 4 more [} 21202 CATERING a Fase True Troe

03 T White House  OC 20500 CATERING CATERING Fase True Troe

04U hingfon oc 20004 CATERING CATERING Faise Troe Troe

108 Clert Pickup Banmore MO 21210 CATERING CATERING Fase True Troe

106 Clert Residence Banmore (7} 21203 CATERING CATERING Fase Troe Troe

107 The Anderson House ~ Washingion oc 20008 CATERING CATERING False True Troe

108 Krissia Test Beverly Hits cA 20210 CATERING CATERING Faise True Troe

109 Good Venwe &d Austn ™ 73301 CATERING CATERING Faso Troe Faise

10 Venue Test 2 Houston ™ 7015 CATERING CATERING Fase Troe Faise

m Kriss House Des Alemands A 70030 CATERING CATERING Fase True False

12 Fudem Houston ™ 77003 CATERING CATERING Faze True Faise
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